City of Fresno 150017

SENIOR HUMAN RESOURCESRISK ANALYST

Class Definition

Under direction, performs difficult and complex professona personnel work in avariety of program areas, may
provide supervison to assgned steff.

Distinguishing Characteristics

Senior Human Resources Analys is a supervisory class assigned to the Personnel Services Department.
Incumbents perform difficult and complex assgnments in recruitment, examination, classfication, sdary
adminigration, labor relations, or loss control, insurance and benefit administration; and may provide supervison
toassgned professiona and clericd saff. Assgnmentsrequireextensvetechnica knowledge, initiative, discretion,
and judgment. Thiscdlassisdigtinguished from Management Andyst Il inthat thelatterisajourney leve, generdist
class in which incumbents work in a variety of assgnment aress. It is distinguished from Management Andyst
[l in that incumbents of the latter class perform abroad range of supervisory and administrative support duties
in an operating department. These are unclassfied positions in which the incumbents serve a the will of the
Director of Personnel Services.

Typical Tasks
(Anincumbent may not be assigned al dutieslisted, nor do the examples cover dl dutieswhich may beassigned.)

Supervisesand participatesin classfication studies;, recommendstheall ocation of positionsto appropriate classes,
develops and updates class specifications.

Supervises and participates in the gathering, tabulation and analyss of sdary and benefit data; supervises
preparation of the Sdary and Position Authorization Resol utions, and amendments thereto as required during the
fiscd year.
Supervises and participates in the development, adminigtration and analysis of job-related sel ection procedures,
induding, but not limited to, application reviews, written and performance tests, interviews and assessment
techniques.

Supervises and participates in the adminigtration of the City's Workers Compensation and Unemployment
Insurance programs, performs liaison duties between the City and claims adminigtrators.

Supervises and participates in the administration of safety programs, administers various loss control activities.
May provide supervison to assigned professona and clerica staff.

Plans, organizes, and overseesthe City’ shenefits programsfor dl digible employeesin accordance with City and
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government rules, regulations, and standards.

Supervises and participates in the work involved in investigating, interpreting, anayzing and preparing
recommendations in relation to fact-finding proceedings, disciplinary apped's, grievance/arbitration gppeds, and
negotiations.

Anayzes, interprets and explains provisons of al labor agreements and City policies and procedures regarding
labor relations.

Representsthe City in disciplinary appedls, arbitration gpped s, fact-finding proceedings, and Civil Service Board
meatters.

Participates in the negotiation process by asssting and providing information to Chief Spokesperson.
May act as Chief Spokesperson for the City in the negotiation process with employee organizations.

Usesautomated data processing applications, including word processing, Spreadsheets, databases, and applicant
tracking, to analyze and present information.

May appear before various boards and commissions as a management representetive.
Performs related duties as required.

Knowledge, Abilities, and Skills

Knowledge of the principles and practices of effective employee supervison, including selection, training, work
evauaion and discipline.

Knowledge of the principles and practices of recruitment and examination, position classfication, job andysis,
sday adminigtration, and test congtruction, andyss and evauation.

Knowledge of the principles and practices of collecting and comparing sdary data and benefit information, and
internd and market influences affecting wage determination.

Knowledge of federd, state and loca legidation and mgjor court decisions pertaining to equa employment
opportunity and affirmative action programs.

Knowledge of the Cdifornia State Labor Code relative to workers compensation and industrid safety.
Knowledge of applicable laws and regulations pertaining to benefit programs.

Knowledge of the principles and practices of the collective bargaining process in the private or public sector.
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Knowledge of federa and state regulations gpplicable to |abor relaionsin the public sector.
Ability to provide direction to professond and clerica staff.

Abilityto andyzeavariety of administrative problemsand to make sound policy and procedura recommendations
for their solutions.

Ability to interpret and apply equa opportunity laws, civil service regulations, and provisons of contracts,
ordinances, negotiated agreements and other regulations or policies relating to personnd activities.

Abilityto prepareclear, conciseand comprehens vereports, records, correspondenceand other written materidls.
Ability to make clear and persuasive ord presentations.

Ability to develop and maintain effective working relationships with those contacted in the performance of
assigned duties.

Minimum Qualifications

Two years of experience equivaent to that gained as a Human Resources Andyst with the City of Fresno in the
Personnel Services Department; or graduation from an accredited college or university with aBacheor's Degree
in Public or Business Adminigration, or closdy related field, and three years of progressvely responsible
professond personnd experience. When recruitment islimited to aspecific areaof expertise, at least two years
of the required experience must be in the area of expertise. Additiond qualifying experience may be subdtituted
for the required education on a year-for-year basis.

Necessary Special Requirements

Possession of avaid Cdifornia Driver's License may be required at time of gppointment.

Recruitment may be limited to a specific area of expertise as required by operationd needs. The specific areas
of expertise are listed below:

Recruitment and Examination
Classfication and Sdary Adminidration
Loss Control and Insurance

Labor Rdations

Benefit Adminigtration
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